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Public Library System 
http://library.scottsdaleaz.gov 

EMAIL BASICS 
 
 

Objectives: 
o Sign up for and use a free web-based email account, such as YahooMail! 

o Send an email message 
o Open your inbox and read an email message 
o Reply to an email message 
o Use the basic folders: Inbox, Sent, Trash 

o Sign out of your email account 
o Sign in to your email account 

 

 
 
 
 

 Step 1:  Click 
inside address bar, 
type yahoo.com, 
press Enter
 

Step 2:  Click on the 
“Check Email” icon. 
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Step 3: 
• If you don’t have an account yet, 

click on “Sign up now” to get one. 
 
• If you already have an account, click 

inside the boxes to enter your Yahoo 
ID username and your password. 
Then click “Sign In” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

Step 4: Fill out form as directed, scroll 
down page to find all of it. 

 

Click & 
type in 
boxes 

Click on 
arrows to 
choose item 
from menu. 

 

Click & type 
the word 
shown 
b l
 
 
Step 5: Click here

to finish your 
registration.  
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Use your email account: 
 
 
 
 
 
 
 
 

 

Click 
here to 
check 
your mail 
in-box. 

Click here 
to sign out 
– very 
important!

Click here to 
compose an 
email 

Your email 
address appears 
here.

You get 4 basic folders in your 
mailbox:  

• Mail comes into your Inbox 
• Save rough drafts to Draft 
• Yahoo automatically saves what 

you send in Sent 
• When you delete mail it goes to 

Trash 
• If you receive unsolicited email 

(SPAM), Yahoo puts it in a 
Bulk Mail folder.  Yahoo will 
automatically delete any email 
in the Bulk Mail folder in 30 
days.  Some “non-SPAM” may 
slip into Bulk, so do look at it 
periodically if Bulk Mail 
appears in your folders list.

Ignore these advertisements 
unless you really want to 
see them.  Do not be fooled 
by false “security alerts” – 
don’t try to close the ad by 
clicking on the x. 
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Finding email you have received: 
 
 
 
 
 

 
To
 
 
 
 

 

To open any email in 
the list, click the link 
for the email under the 

 

Click the “Check Mail” button from 
any screen, or click the “Inbox” link 
from your Welcome screen to see the
list of mail waiting in your Inbox.
 

 Reply to email you have received: 

 

“Subject” column  

Click the “Reply” link at the 
top of the email message to 
set up a reply form. 

Or, to delete email 
from your Inbox, click 
the “Delete” button. 
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Using the Reply form: 
 
 
 
 

 

The Reply form automatically inserts the email 
address of the person who sent you the email. 

Click and type your 
reply message above 
the original email. 

 
 
 
 
 
To send a 
 

Click the “Send” button to send 
the reply to your correspondent. 
new message: 

 

Click the  “Compose” button to set up 
a blank email form (see next page) 



 7
 
 
 
 

 

Click in the “To:” box and enter 
the email address of the person 
you want to send email to. 

It is good email etiquette to 
enter a subject of the email 
in the “Subject” Box. 

Click in the large text box 
and type your email 
message. 

Click the 
“Send” button 
to send your 
email. 

 
 
 
 
 
Working with your Fold
 
 

 

Or, click the “Save as a Draft” button to save a 
rough draft if you don’t have time to finish the 
email before you sign out.  You can retrieve 
your “draft” later to finish and send it. 
ers: 

 

To see all folders displayed in a table, 
click the “Folders” link.  See next 
page for the Folders page table. 
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Using the Folders page: 
 
 
 
 

 

Deletin
 
 

Use the Folders page to see how many items are in 
each folder, and how much space those items are 
using.  You can also add extra folders from this page
 

g email and signing out: 

To open a folder, click 
the name of the folder.

Always click the 
“Sign Out” link 
before you leave 
your pc.  Don’t let 
Watch out for trick ads! Do 
not click on these links if 
you don’t want the ad.
 

someone else use 
your account! 

To delete mail from a folder, 
click the checkbox next to 
the email in the list, then 
click the “Delete” button 
S. Grebles  480-312-7801 June 2004 GR# ____________ 




